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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; FFO Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Grants Online Overview

Overview The National Oceanic and Atmospheric Administration (NOAA) offersa variety
of competitive and non-competitive grants or Awards to various communities
including states, universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive Award, and for qualified designated applicants of non-
competitive Awards.

As part of NOAA'’s strategy to move scientifically and operationally into the 21°
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
Award management, and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
Agency to increase efficiencies related to its mission goals.

Grants Online is designed to answer several issues that occur during the
Award process including:

¢ Reducing or eliminating paper forms for application.

¢ Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

¢ Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serving the NOAA community in its efforts to meet mission goals more
effectively.

Audience This manual is developed for the CBS — Commercial Business System (CAMS)
staff. This guide provides the user with step by step instructions for completing
the following:

e Initial Work on Award in CAMS

e CAMS Optional Review (Grants File)
e CAMS First Approval

e CAMS Second Approval

e ASAP - Award File Workflow

e Approving Funded Amendments

This guide does not teach policy or business procedures for CBS —
Commercial Business System (CAMS).

CAMS - Commerce Administrative Management System

Grants Online Software Description

About Grants Online operates in a web environment. As such, you will be required to
Grants use an Internet browser to log in and use Grants Online. No software is
Online required for installation. As Grants Online is web-based, you may access the

system anywhere at anytime provided that you have Internet access. Login
IDs and passwords are required and will be relayed to you once you are
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established within the system.

Note: You must have an Internet connection in order to access
Grants Online.

Version 2.7
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Getting Started

Overview

Module
Objectives

Overview

When you use any Windows-based software, navigation and ease of use are

key components. Grants Online incorporates an intuitive Graphic User

Interface (GUI) that assists end users with navigation and appropriate system
use. In this module, you will be shown the basics of Grants Online, including

the look and feel of the system, navigation, and user customizations.

The Getting Started module will review the following objectives:
¢ Obtaining your password

e Logging into Grants Online

Grants Online is accessible through your web browser, specifically Internet

Explorer.

Accessing Grants Online

1.

2.

& BOLC Hom -

# NOAA Hom L]

Click on the Internet Explorer icon on your desktop to open Internet Explorer.

Enter the following URL information in the address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER
Grants Online Login page appears

Grants Online

SIAN Granvis ke it
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Logging into Grants Online
If you haven't already, contact the Grants Online Help Desk to obtain your Username and

1.
Password.
e Phone: 301-713-1000 or toll free at 1-877-662-2478
¢ Email: grantsonline.helpdesk@noaa.gov
2. Enter your assigned Username.
3. Enter your assigned Password.

4. Click Enter.

HUAN Grenbs Crdee i te
rmrvier Lsbral serhibion foe
il b wpule grasts
[

HEA S
r Usarnama

P NOAL Home

¥ DOLC Hore
"

» Granta.gay
b Grants
M agRman
Bivisiun

If you enter your username or password incorrectly you will see an

Warning!
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact

the Grants Online Help Desk to unlock your account.

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

Note: If you click on the Grants Online Training link you can view and download
- training material including training manuals, quick reference guides, and online
webinars.
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Logging in to Grants Online

5. The Notice to Users screen appears.
6. Review disclaimer information and click OK.

“Log Off

A Notice to Users

Thig is & Federal computer system and is the property of the United States Government. It is for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all fles on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized or improper use ofthis system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate vour awareness of and consent fo these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.
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Start Initial Work on Award in CAMS Task

Once the Program Officer has completed the Procurement Request and Commitment of Funds (CD-
435) and it has been approved the Requestor and Budget Officer (Request Authorizing Official),
CAMS will receive the Start Initiate Work on Award in CAMS task in their inbox. Please note the
Procurement Request and Commitment of Funds (CD-435) is independent of the Award file. The
Start Initiate Work on Award in CAMS task allows CAMS to view the status of the Procurement and
Commitment of Funds (CD-435). This section reviews the Start Initiate Work on Award in CAMS
task for CAMS Approvers.

1. Select the Inbox tab.

2. Select the Tasks link.

3. Select the View link for the Start Initial Work on Award in CAMS task.

Note: This task is sent to all of the officials within CAMS. Once the first CAMS
4 official selects the View link for the task, they will own the task and the
< task will be removed from the inbox of the other CAMS officials.
Wit i b Lo mabi Delins Hija ki ._'“"',.T

e Inbox Tasks

¥ Hotifications

¥ Archive

F Tankn Documant Tiype Status

vt BB «  opn ¢ IETIEITEEN

¥ panage Warkilow

g 1t 100, [First/Prav] 1, [ i)
| i Task J0ocumpnt |CDociment|Start|Cormpleted|ErO Sumbar
Hiatus (TypE i
. FIIZ44 NADEHME4XI02T0 Staet Initial Mot Procurement 2047777 HMF 5= B 20
Work an Startad Poquost and 2000753 Cantar o
Award Cdmmatemint Flarda ¥
CAMS of Fundg Ing
233065 NALTTRIIZZ0 Start Enitial Mot Procuremant 2047732 CAR-CIPO- 2008~ Univarsty
Work on Starbed Requast and 2000425 Haw s
Award & oW
CAME of Funds
4. The Task Launch page is displayed. From the action dropdown menu, the CAMS official can

select from the following options:

Version 2.7

Initiate data entry in CAMS complete — select this option once the review of the
Procurement Request and Commitment of Funds (CD-435) review is complete and
the information is valid.

Return Procurement Request to Budget Officer — select this action to return the
Procurement Request and Commitment of Funds (CD-435) to the Budget
Officer/Request Authorizing Official.

Review Procurement Request — select this action to view the details of the
Procurement Request and Commitment of Funds (CD-435) so that you can verify that
all the information is correct before initiating data entry in CAMS.
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5. If you wish to enter any comments, enter and save them in the Comment field (underneath
the action dropdown menu). You may also view comments from the Program Officer by
selecting View Previous Workflow History and Comments.

Wioiktiw HEEory Lk

6.  Upon selecting the View Previous Workflow History and Comments link, the following

page is the Workflow History Page, which displays comments that have been entered by the
Program Officers.

A Warni ng! These comments are viewable only by NOAA users once the comments

have been saved and the action has been submitted. After comments
are entered in the COMMENT field, the comments are saved by
selecting the SAVE COMMENT button.

Procurement Request and Commitment of Funds - NADSNOS41901 29 WorkFlow History Page
11 items Found, displayieg 3 iteeng, 1

Conduct CaAMS B Hashis

CaMESSacondappraver

Second Approwal Bannorman

Conduct CAMS 2008-06-02 2006-06-02 Rosalie CAMSFirstApprover  CAMSFirstapprovalComplete Complete | ENTERED IN CBS ON

First Appeoval 14:22:43.0  14:22:43.0  Vega 05,/02,/06, OBSOBOTE-0
0, NOM-ASAR. 1st
approved 06-02=-06.

Start Initisl Work  2006-04-21 2006-05-02  Rosalio CAMSFirst Approver ppr arTEnER t Comp ENTERED [N CBS ON

on Award in CAME 15:12:%2.0 10:30:34.0 Yaga O502/06, OBeQR0TE=0
0, NOMN-ASAR
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Reviewing the Procurement Request and Commitment of Funds (CD-435)
|
1 Upon selecting the option to Review Procurement Request, the Procurement Request and
Commitment of Funds (CD-435) details page is displayed. The Procurement Request
provides the CAMS approver with the required elements needed for the Core Financial
System (CFS) and other CAMS modules. Failure to supply all components may limit the
program's ability to validate some components. The Procurement Request and Commitment
of Funds (CD-435) page include the following:

Active Procurement Requests Affected Reference Number

Withdrawn Procurement Request EIN Number

Federal Share Recipient Contact Information

Request Authorizing Official Description (CFDA #, Project Dates, etc.)
Additional Reviewers ACCS Information

Invoice Address Procurement Request Official Comments

Requisition Number

Note:  The document is locked because you cannot make any changes to the
[t Procurement Request and Commitment of Funds (CD-435).

e T e L L

Version 2.7
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2. Once you have viewed the Procurement Request and Commitment of Funds (CD-435), select
Cancel to return to the action dropdown menu. You can also select View Report to view the
Procurement Request and Commitment of Funds (CD-435) as a PDF file, which you can print

and/or save.

o item found. 1

PRCF Total for this Award action: F&0,000.00
Total Federal funds suthonzed for thes Awand acteon: $6&0,000.00

14 24 2006 S0 = 26 = 0000= = = = 03= O07= 01= 001= AZRC1ICP= POO = 41= 11= 00= 00= $£60,000.00 Yoz Exit Daleta

3. Upon selecting Cancel, the Procurement Request and Commitment of Funds (CD-435) task
launch page is displayed. From the action dropdown menu, the same three actions to select

are available.

Pk pemar §a L ants Clnlemn Hajs Bek

R N =
e Procurement Request and Commitment of Funds - NAOSNMFA330279
* Archive 1 ST
Cripaliar Syitam LEcounl Criialin
[ mhes Status: Procursmant Reguest and Commitment of Funds Star Initial Work on Award i CaME Not Started  Status
* Send Message Last Editid Usar: Syitem Account
¥ Harrge Warkilew
b Aitian; Flease soloct an action « I
- |initial data artry i CAMS complate
OO | rum Brocurement Request 1o Budget Officer
Ewiars 1 1 R
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Return Procurement Request to Budget Officer (Request Authorizing Official)

1 Upon selecting Return Procurement Request to Budget Officer (Request Authorizing
Official) from the Initial Entry in CAMS task, you may enter and save comments in the
Comment field (underneath the action dropdown menu) to include your requested revisions.
The Procurement Request and Commitment of Funds (CD-435) is sent back to the Budget
Officer (Request Authorizing Official) for revisions based on your comments.

Wokinme l5 Lsaats Cillas Haja Bl “Lag odr

* Adwisories

Procurement Request and Commitment of Funds - NAOSNWS4G680005
1d: 2046529

F Hotiications

* hrchive
Croate

* Tarihd Craator: Sy EIe ACcouny Data: D5 292008
* Send Message Procurement Request and Commitment of Funds Start Initial Work on Awaed in Status .
Btatus: 5/29/2008
e CAMS Not Started Date: Ve

* Manage Warkflow
Tasks Last Edited

Usar: Syiteen Account

Action; Return Procuremant Request to Budget Officer ~

[T T L

Spall Chinck
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Initial Data Entry in CAMS Complete

1. Once you have reviewed Procurement Request and Commitment of Funds (CD-435), select
Initial Data Entry in CAMS Complete from the action dropdown menu. This will initiate the
workflow process in the Grants Management Division. If you would like to enter comments,
enter and save the comments in the COMMENT field before submitting the action.

il o s i (i it Wl B Mk

b Advisories

Procurement Request and Commitment of Funds - NAOSNWS4680005

F Archir 1el: Pl Fa
Crirat e

¥ Hotifcsteens

P Tasks LR Sstam ACcount R 05,20,/ 2006
¥ Send Moutage . Procurement Request snd Commiteent of Funds Start Initisl Waork on Award in Status -
Fuwtus: CAMS Mot Started [rabm: DS/2R 2006
P Hanage Wt kil Last Editad
Tankn % LU
- System Account
Action:  [risial data entry in CAMS complate « [ErEm
Cormmpnt |

2. Upon selecting Submit, the next page displayed is your task inbox. The task status message
will appear at the top of this page notifying you that the task has been successfully submitted
and completed. From this point, the Procurement Request and Commitment of Funds (CD-
435) is sent to the Grants Management Division for processing.

Warning! Once this action is selected, the Procurement Request and
Commitment of Funds (CD-435) is sent to the Grants Management
Division and cannot be retrieved or returned.

1 Account
Award | o nagement

Witeboame te Grants Ooline Haja Bah

 Aaroriee Inbox Tasks

F Naotifications
* Archive Task "Start Initial Work on Award in CAMS - Initial data entry in CAMS complete’ is :un:pleta.l

v Tasks
Document Type Status

Al w Open Apply Filter >

F Sand Message

F Manage Warkflow
Tashs
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CAMS Optional Review (Grants File)

After receiving the Grants File, the Grant Specialist completes the CD-450 and the GMD
checklist. Once the CD-450 and the GMD checklist are complete, the Grants Specialist may
choose to forward the Award file to the Grants Officer or depending on the specific
circumstances of the Award, may choose a different action. This module details the workflow
pertaining to the following action that a Grants Specialist can choose when reviewing an Award
file:
o Forward to CAMS first official — this option is selected if the Grants Specialist would
like to check the availability of funds in CAMS. Upon selecting this action, the Check
Funds in CAMS task is sent to CAMS.

1 Select the Inbox tab.

2. Select the Tasks link.

3.
Select the View link for the Check Fund in CAMS task.
= o g
[ T [ Account st ™
[l -~ oo
OPERATING AS DELECATE FOR, JESNIFER VILLANUEVA (Log off
* Adwlsarl
RS Inbox Tasks
¥ Motifications
* Archive
* Tasks Document Type  Status
[ e — Al - Open apply Filter > >
* Manage Workilow
Document Type Document [Start Date
3}
gw 233305 NADSNMF4330Z80 Check Funds in CAMS Hot Award File 2047787
=13 el
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Completing Check Funds in CAMS

1.

Upon selecting the Check Funds in CAMS task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, the CAMS official can select from the following
options:
e Funds Available - select this option once the review of the funds in the ASAP system
is complete and funds are available.

e Funds Unavailable - select this option once the review of the funds in the ASAP
system is complete and funds are unavailable.

If you would like to enter comments, enter and save the comments in the COMMENT field
before submitting the action.

M “tnbox m Application | Award
. o

Award File 0 - NAOSGNMF4330280
1d: 2047787

Creator: System AcCount Create Date: 05,/09,/2006
Status: #Award File 0 Check Funds n CAMS Hot Started Status Date: 06/09/2006
Last Edited User: System Accouwnt

Action: Please select an action

[+ Lt -
arment: | runds Unavaiable |

After verifying the funds outside of Grants Online, the CAMS official can now complete the
Check Funds in CAMS task. Upon selecting Funds Available from the action dropdown
menu, followed by Submit, the next page displayed is your task inbox. The task status
message will appear at the top of this page notifying you that the task has been successfully
completed.

“Log O

Inbox Tasks
F Matifications

F Krehive Task *Check Funds In CAMS - Funds Unavallable' |s completa,

v Tasks

Docwmnant Type  Status

* Send Message
: an «  open ~ [IETEIEEEEE
* Manage Warkflaw
Tasks
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3. If funds are not available, select Funds Unavailable from the action dropdown menu followed
by Submit, the next page displayed is your task inbox. The task status message will appear
at the top of this page notifying you that the task has been successfully completed.

w "tabox [10Y Application et RN
srenre o BRERGY " | APPUCRUOR | AWAE | anagement | Administration

OPERATING AS DELECATE FOR MERHIFER VILLAMBEYA

“Lag Off
* Advitories

Inbox Tasks

* Archive Task 'Check Funds in CAMS - Funds Awvallable’ s completa,

* Taiks

Document Type Status
Al hd Opan Apply Filter >>

* Send Medsage

* Manage Workflow
Tasks
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CAMS First Approval

e Once the Grants Management Division has completed their work on the Procurement
Request and Commitment of Funds (CD-435), a task is sent to CAMS to conduct the
CAMS First Approval. This section reviews the Conduct CAMS First Approval task
received in CAMS.

1 Select the Inbox tab.

2. Select the Tasks link.

Select the View link for the Conduct CAMS First Approval task.

Note: This task is sent to all of the officials within CAMS. Once the first CAMS
official selects the View link for the task, they will own the task and the
task will be removed from the inbox of the other CAMS officials.

- .+_ - -
m LTl wrn | aopication | Award Aocoimnt
.

ity Chale Hanagamant

Wielvomm ba Gorants Oulives Haja sk g of

e Inbox Tasks

F Motifcations

® Archive

¥ Tasks Document Type  Status

- - Apply Filter >
rsenamessage [l Open

¥ Manage Workilow
Tashks

latedFFO Number

¢ 233251 NADGNMF 4330279 Conduct ot Frocuramint 2047777 NMFS-5W-2006-
CAMS First  Started Raguest and 2000753
Approval Commelmant
of Funds
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Reviewing the Procurement Request and Commitment of Funds (CD-435)
|
L Upon selecting the Conduct CAMS First Approval task from your inbox, the Task Launch
page is displayed. From the action dropdown menu, the CAMS official can select from the
following options:

e CAMS First Approval complete — select this option once the review of the
Procurement Request and Commitment of Funds (CD-435) is complete and the
information is valid.

e Review Procurement Request — select this action to view the details of the
Procurement Request and Commitment of Funds (CD-435) so that you can verify that
all the information is correct before initiating data entry in CAMS.

2. Select the Review Procurement Request task. (See Page 10, Step 1 — Steps for reviewing
the Procurement Request and Commitment of Funds (CD-435)).

NeAA S
Aranfy

Walrsma b Grants Onliss s js Bk

» Adwisories

Procurement Request and Commitment of Funds - NAOGENMF4330279

1d: 2047777
Creator: SySterm Account
Htatus: Procurement Reguest and Commitment of Funds Conduct CAMS First Approval Mot Started
Last Edited User: System Account

* Notifications

Action: Ploase select an action -

Comment

Review Procurament Reguest
1

Completing CAMS First Approval

1. Upon finishing the review of the Procurement Request and Commitment of Funds (CD-435)
and cancelling out of the Procurement Request and Commitment of Funds (CD-435) details
page, the task launch page is displayed. From the action dropdown menu, the same two
actions are available for selection. Select CAMS First Approval complete from the action
dropdown menu to complete the review process. If you would like to enter comments, enter
and save the comments in the COMMENT field before submitting the action.

Welrene bo fGrants Ol Hapa Rah

¥ Advisories

Procurement Request and Commitment of Funds - NAOENMF4330279

id: 204TTTT
Creator: Systam Account
Status: Brocurement Reguest and Commitment of Funds Conduct CAMS First Approval Mot Started

Last Edited User: System Account

* Notifications

Action:
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2. Upon selecting Submit, the next page displayed is your task inbox. The task status message
will appear at the top of this page notifying you that the task has been successfully completed.
From this point, a task is generated and the Procurement Request and Commitment of Funds
(CD-435) is sent for CAMS Second Approval.

* Advisorins

Welisms o Grants Onliss Hajs Bak

Inbox Tasks

* Motificatin

* Archive Task 'Conduct CAMS First Approval - CAME First Approval Complete’ is complete,

* Tasks
Dacument Type Status

& Spnd Mossags

All - Open  ~ Apply Filter >>
* Manage Workflow
Tasks
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CAMS Second Approval

Once the CAMS First Approval of the Procurement Request and Commitment of Funds (CD-
435); a task is sent for second approval. This section reviews the Conduct CAMS Second
Approval task received in CAMS.

1 Select the Inbox tab.

2. Select the Tasks link.

3. . .
Select the View link for the Conduct CAMS Second Approval task.
Note:  This task is sent to all of the officials within CAMS. Once the first CAMS
g official selects the View link for the task, they will own the task and the
< task will be removed from the inbox of the other CAMS officials.
Wl e e La s b vriiban [l inmeim is “Leg 0N
i Inbox Tasks
P Hatsecationy
F &rchive
Oocument Type Status
e ¥ [open
F Manage Workiow
Tasks
31 items found, displaymg all sems, L
Document |DocwmnentStan Dole [Camapkaladispplicant i il
I Nama U
ZAT2EG MADSNME43I02TE Conduct Mat Procuremant 2047777 Aguaslturs
CAMS  Started Request and Center of the
Secorsd Commitmant Florida Koys,
Apprty sl of Furds T,
ZATFIT RALINF 4570240 Conduct Nl Ammandment 2005207 Ghisapeake  DWET-DE-40
CaMS Started By
Secord Fournidaln
Appiaval
FAIVAL MAITRIIZNS Conaduct Mot Amandmant J044378 Urwrarnty of  ROSD0C6E
CAMS Startod Pami—
Bacond Cobperan i
ApprayEl Ingtute For
Manne and
iimasphesic
Suthes
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Reviewing the Procurement Request and Commitment of Funds (CD-435)
|
L Upon selecting the Conduct CAMS Second Approval task from your inbox, the Task
Launch page is displayed. From the action dropdown menu, the CAMS official can select
from the following options:

e CAMS Second Approval complete — select this option once the review of the
Procurement Request and Commitment of Funds (CD-435) is complete and the
information is valid.

e Review Procurement Request — select this action to view the details of the
Procurement Request and Commitment of Funds (CD-435) so that you can verify that
all the information is correct before initiating data entry in CAMS.

2. Select the Review Procurement Request task. (See Page 10, Step 1— Steps for reviewing
the Procurement Request and Commitment of Funds (CD-435)).

s

Procurement Request and Commitment of Funds - NAO60AR4170037

Id: 2023458

Creator: System Account

Status: Procurement Regquest and Commitment of Funds Conduct CAMS First Approval Approved
F Send Message Last Edited User: System Account

m

[Log Off

”m (nbox m Application | Award
&rants Online |
OPERATING AS DELEGATE FOR ROSALIE YEGA
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* Archive

¥ Tasks

* Manage Workflow

Tasks i =
ACtan:I | Review Procurement Request v | I

Comment:
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Completing CAMS Second Approval

1 When finishing the review of the Procurement Request and Commitment of Funds (CD-435)
and cancelling out of the Procurement Request and Commitment of Funds (CD-435) details
page, the task launch page is displayed. From the action dropdown menu, the same two
actions are available for selection. Select CAMS Second Approval complete from the
action dropdown menu to complete the review process. If you would like to enter comments,
enter and save the comments in the COMMENT field before submitting the action.

S e

z kil n il s ! m
Srants. "

Welcome to Grants Online Naabia Bannerman "Log Off

» Advisories

Procurement Request and Commitment of Funds -

Id: 2047777
Creator: System Account

* Notifications
F Archive

R === Status: Procurement Request and Commitment of Funds Conduct CAMS Second Approval In Progress

F Send Message Last Edited User: System Account

* Manage Workflow
Tasks

Action: I :‘

Comment:

Spell Check

Wiew previous workflow history snd comments ==

2. After selecting Submit, the next page displayed is your task inbox. The task status message
will appear at the top of this page notifying you that the task has been successfully completed.

—

*-:na,..;c;___

) Account Sysbarn Manage
‘ Reports

Welcome to Grants Online Naabia Bannerman Log Oﬂ'

» Advisories
Inbox Tasks

P Notifications

» Archive Task 'Conduct CAMS Second Approval - CAMS Second Approval Complete’ is complete.l

¥ Tasks
Document Type Status

* Send M 5 R
R |AII A IOpen v! Apply Filter >>

* Manage Workflow
Tasks
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Award File Workflow (ASAP)

After an Award is approved, the workflow varies. The four different workflow paths are determined by
the following two factors:

¢ s the recipient an electronic recipient?

e |s the recipient an ASAP recipient?

The Grant Information section of the Grants file indicates whether the recipient is an electronic
and/or ASAP recipient. The four different workflow paths are detailed in the following steps and
are the same for both new Awards and Continuations.

R TS, AL T T B POW RTLAL 1T WYL

* A i

Grants File - NADGEOARA170037

= Mutdicatiens

Bl 2031445

Croalor: Sritem A2esunt Craali Data: 01,2 L5008

it atuss Granty Fis 1N Pregrese  Sustus Deba: 08035008
* Sand MHaiiepe Last Edited Lnme: Syitem sosoued

* Mana e Warkflow
Taukis 1

r~Grant Informstion
CFDA Apeard 0012008 - Frogram AR i

Furmibier: 117 Perind: 0L/31/2007 oifice: College
s Jacquas Cilver Py OMCE  _api-7ivoen  Dromm OMONTuppu
;m‘:‘"‘" 441, 500,00 ;m" e M- vear: ha
orppanization SMame: :::I:::I:r';’r' E,::h:r_ | El-ﬂ:lmnﬂ: s ATRAF Eociplom ;
m:;:“" Arreipily Freqaency: AL i
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Electronic-Yes, ASAP-Yes

1 In cases where the recipient is both electronic and in the ASAP system, the workflow is as
follows:

1. Grants Officer — Approve (Sign) Award (Award File)

2. CAMS 1st Approver — 1st approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

3. CAMS 2nd Approver — 2nd approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

* 4, CAMS 1st Approver -ASAP Authorization (Award File)
*5. Finance Office — ASAP Certification (Award File)
6. Recipient — Accept Award (Accept/Decline task is sent to the recipient: Not Shown)

*NOTE: If a Recipient becomes an ASAP recipient AFTER receiving an Award and then
notifies NOAA, the CAMS 1st and 2nd Approval are re-done in CBS, and then ASAP
Authorization and Certification must be done.

The screen shots below depict this workflow of Award File once the CAMS 2™ Approver has
approved the Procurement Request and Commitment of Funds (CD-435).

2. Select the Inbox tab.
3. Select the Tasks link.

4. Select the View link for the ASAP Authorization task.

[ Account (_Systam [ wan
3 S
Application | Award | Management | Administration | Certifications

Reports

drls Ol
OPERATING A% DELECATE FOR ROSALTE YECA -.l-:au o

F Advisorios
Inbox Tasks

F Motifications

* Krehive

¥ Tasks Documant Typs Status

F Send Message Al bt Open Apply Filter > >

b Hanags Warkilaw
Tasks

233303 NADSHNMF457 1265 ASAR Awand Filg

Autharization
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5. Upon selecting the ASAP Authorization task from your inbox, the Task Launch page is

displayed. From the action dropdown menu, the CAMS First official can select the following

option:

e Authorization of ASAP Funds Complete - select this option once the review of the
funds in the ASAP system has been completed and certified. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the
action.

Award File 1 - NAOSNMF4571265

= 2038197

Creator: Shannon Sprague

i Hratus: Started - CAMSFirstApproveractions ot Started
Last Edited

Py, Shannon Sprague

Action: Flaase selact an acticn - Submit

AutBOOEs o OF ASAP Funds € I

Award Fide 1 ASAP Authorizatson CAMSFrstApproveractions Mot Started - CAMSFrstapproveractions Mot

Comment:

6. Upon selecting Authorization of ASAP Funds Complete and Submit, the next page
displayed is your task inbox. The task status message will appear at the top of this page

notifying you that the task has been successfully completed.

D ERATING AS DELECATE FOR ROSALTE VECA

r Advisorios

Inbox Tasks

* Hotifications

F Archive | Task "ASAP Authorization - Authorization OFf ASAP Funds Complete' is complete,

v Tasks

Dacurnant Type Status

; —
Sl L Al P — Apply Filter >>

* Manage Workflow

Tasks
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7. Upon completing the Authorization of ASAP Funds task, the Finance Office receives the
ASAP Certification task.

8. Select the Inbox tab.
9. Select the Tasks link.
10. select the View link for the ASAP Certification task.

Documant Type Status.
A “  open ~  IDTIMINTEENE

+ pamnage Warkdiow

26 Itgmg found, Esplaving A 18, 1

Al cail
ML R )N e

BMF &

2IFTALT HADENMFAETIDEE ASAP Rt Awiatd i 2038107 Living
Cartification Started CBAO-.  Classnooms
2008~  Foundation
2000154

11.  Upon selecting the ASAP Certification task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, the Finance Office official can select the following
option:

e Certification of ASAP Funds Complete - select this option once the review of the
funds in the ASAP system has been completed and certified. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the
action.

Note: This task is sent to all of the officials within the Finance Office. Once the

first Finance Office official selects the View link for the task, they will own

¢ ] the task and the task will be removed from the inbox of the other Finance
Office officials.
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Welome to Grants Cnliss Peggy Dmmn “Lag O

* Advisories .
Award File 1 - NAOSNMF4571265

* Notifications

. ez 2038197
Archive
Creator: Shannon Sprague Create Date: D3/24/2006
¥ Tashs Htatus: Award Filg 1 ASAP Certification Not Started  Stotus Date: 03/24,/2006
* Send Message Last Edited User: Shannon Sprague
* Manage Workflow
TREES Action: Please select an action -

Plaase select an action

Cco - |Sertification of ASAP Funds Complete |

12.  Upon selecting Certification of ASAP Funds Complete and Submit, the next page
displayed is your task inbox. The task status message will appear at the top of this page
notifying you that the task has been successfully completed.
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

Electronic-No, ASAP-Yes

1 In cases where the recipient is both electronic and in the ASAP system, the workflow is as
follows:

1. Grants Officer — Approve (Sign) Award (Award File)

2. CAMS 1st Approver — 1st approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

3. CAMS 2nd Approver — 2nd approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

* 4, CAMS 1st Approver -ASAP Authorization (Award File)
*5. Finance Office — ASAP Certification (Award File)
6. Recipient — Accept Award (Accept/Decline task is sent to the recipient: Not Shown)

*NOTE: If a Recipient becomes an ASAP recipient AFTER receiving an Award and then
notifies NOAA, the CAMS 1st and 2nd Approval are re-done in CBS, and then ASAP
Authorization and Certification must be done.

The screen shots below depict this workflow of Award File once the CAMS Second Approver
has approved the Procurement Request and Commitment of Funds (CD-435).

2. Select the Inbox tab.
3. Select the Tasks link.

4. Select the View link for the ASAP Authorization task.

System Hanage
Management | Administration | Certifications Ruparts

OPERATING AL DELECATE FOR ROSALIE VECA -.I..:.n o
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Inbox Tasks

F Motifications

F Archivi
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

5. Upon selecting the ASAP Authorization task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, the CAMS First approver can select the following
option:

e Authorization of ASAP Funds Complete - select this option once the review of the
funds in the ASAP system has been completed and certified. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the
action.

e

T Aweard | M Azt

(il mra | Applicaticn

CFTFA TG AL BELIGAFL FOW ROSALLL VIGA

Award File 1 - NAOSNMF4571265

Id: 2038197

E Hotiications

F Aschive
* Tashs Croalor: Shannon Sprague

Kwhrd g 1 ASAP Aithonzatsn CAMSEFRAILAAROvVEraEtone Mal Started - CAMSARTAppraverachang MNat
Started - CAMEFritApproveractions Mot Started

P Send Hewage Status:
* Hanape Workflow
T Last Edited

User: Shannon Sprague

Actloni plaase select an action ~ [

Commant: [Authorzation OF ABAP Funds Complete

BN o Chock |
|__Save Comment |

6. Upon selecting Authorization of ASAP Funds Complete and Submit, the next page
displayed is your task inbox. The task status message will appear at the top of this page
notifying you that the task has been successfully completed.

D ERATING AS DELECATE FOR ROSALTE VECA

* Advisories

Inbox Tasks

* Hotifications

F Archive | Task "ASAP Authorization - Authorization OFf ASAP Funds Complete' is complete,

* Tasks
Dacurnant Type Status

w v o v EETOTITESNN

* Send Message

* Manage Workflow

Tasks

7. After completing the Authorization of ASAP Funds task, the Finance Office receives the
ASAP Certification task.

8. Select the Inbox tab.
9. Select the Tasks link.
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10. Select the View link for the ASAP Certification task.

Etatus.

Document Type

d Mussage

® pManage Warkdlow
Tasks

et S o | Complel e fEF o ERTTLITRSTR]
Sunn ke rps arns

2038107 - Living

CER0-  Classmnooms

23N HADENMF4ETIIEE ASAP
Certification

11.  When selecting the ASAP Certification task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, the Finance Office official can select the following
option:

o Certification of ASAP Funds Complete - select this option once the review of the
funds in the ASAP system has been completed and certified. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the
action.

Note: This task is sent to all of the officials within the Finance Office. Once the

first Finance Office official selects the View link for the task, they will own

i | the task and the task will be removed from the inbox of the other Finance
Office officials.

Walosms to Grants Onliss Paggy Dunn TLeg O

* Advisories

Award File 1 - NAOSNMF4571265
Id: 2038197

Creator: Shannon Sprague Create Date: 03/24,/2006
T Tasks HStatus: Award Fila 1 ASAP Cortification Mot Started  Status Date: 037242006
* Send Message Last Edited Usar: Shannon Spraguea

* Notifications

* Archive

* Manage Workflow

Tasks Lngne

Action: Flease select an action o Submit
Please select an action

o . |[Certification of ASAP Funds Complete I

Save Commuant

12.  After selecting Certification of ASAP Funds Complete and Submit, the next page displayed
is your task inbox. The task status message will appear at the top of this page notifying you
that the task has been successfully completed.
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Weliame bs Cosnts Daling Peggy Duns
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Docwrnant Type Status
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F Send Message

* Manage Warkflaw
Tashs

13.  After completing the ASAP Certification task, the CAMS First Approver receives the Mail
Award task.

14. Select the Inbox tab.
15. Select the Tasks link.

16.  gselect the View link for the Mail Award task.

R m
ol

Wik aied b Ldaite (e Pl Bk

® Adwizories

Inbox Tasks

Documant Type  Status

W o v EETOTITTESES

» Lend Mosiage

* Hanags Weikflow
Tanks

Lo [Completed|FEQ Numbar

Gt

233260 NADGNMF43302T9 Ml Award Mot Awand Filo 2047778
Started
fric T U W e ] Tiaet bl T LN e ) -t
Werk on Staried Pegquedn and 2000425
award in Commitenent
CAMS of Fumds
¢ 233020 NADSNMFAZTO3E4 Conduct Mot Amandmant 040518 RS- A ~ 20 -
CAME Firf1  Started 2000445
Approal
TI01E NADINMF 4630277 Conguct Bt Amandmant  D046052 LT
CAME First  Slarted
Appraval

Version 2.7

31
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17.  Upon selecting the Mail Award task from your inbox, the Task Launch page is displayed.
From the action down menu, the CAMS First official can select the following option:
o Award Mailing Complete - select this option once the review of the funds in the

ASAP system has been completed and certified. If you would like to enter comments,
enter and save the comments in the COMMENT field before submitting the action.

Award File 0 - NAOGNMF4330279
ez 2047776

Creator: System Account Craate Date: 08/07/2006
Status: Award File 0 Mail Award Mot Started  Status Date: 06,/07/2006
end Message Last Edited User: Systam Account

* Manage Workflow
Tasks A i
Action: Please select an action ~ Submit

Comment : [Award mading ] r

18.  When selecting Award Mailing Complete and Submit, the next page displayed is your task
inbox. The task status message will appear at the top of this page notifying you that the task
has been successfully completed.
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Electronic-No, ASAP-No

L]
1.

In cases where the recipient is neither electronic not in the ASAP system, the workflow is as
follows:

1. Grants Officer — Approve (Sign) Award (Award File)

2. CAMS 1st Approver — 1st approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

3. CAMS 2nd Approver — 2nd approval in CBS (Procurement Request and Commitment of
Funds (CD-435)

*4, CAMS 1st Approver — Mail Award (Award File)

5. GMD Staff enters Countersign date into Grants Online when received back from Recipient
(Not Shown)

*NOTE: If a Recipient becomes an ASAP recipient AFTER receiving an Award and then
notifies NOAA, the CAMS 1st and 2nd Approval are re-done in CBS, and then ASAP
Authorization and Certification must be done.

The screen shots below depict the workflow of the Award File once the CAMS Second
Approver has approved the Procurement Request and Commitment of Funds (CD-435).

Select the Inbox tab.
Select the Tasks link.
Select the View link for the Mail Award task.
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Grants Management Division, CBS-Commerce Business Systems (CAMS)

5. When selecting the Mail Award task from your inbox, the Task Launch page is displayed.
From the action dropdown menu, the CAMS First official can select the following option:
o Award Mailing Complete - select this option once the review of the funds in the

ASAP system has been completed and certified. If you would like to enter comments,
enter and save the comments in the COMMENT field before submitting the action.

Award File 0 - NAOGNMF4330279
ez 2047776

Creator: System Account Craate Date: 08/07/2006
Status: Award File 0 Mail Award Mot Started  Status Date: 06,/07/2006
Last Edited User: Systam account

* Manage Workflow
Tasks A i
Action: Please select an action ~ Submit

Comment : [Award mading ] r

18.  After selecting Award Mailing Complete from the action dropdown menu and Submit, the
next page displayed is your task inbox. The task status message will appear at the top of this
page notifying you that the task has been successfully completed.
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Electronic-Yes, ASAP-NO

4. In cases where the recipient is electronic but is not in the ASAP system, the workflow is as
follows:

1. Grants Officer — Approve (Sign) Award (Award File)

2. CAMS 1st Approver — 1st approval in CBS (Procurement Request and Commitment of
Funds (CD-435))

3. CAMS 2nd Approver — 2nd approval in CBS (Procurement Request and Commitment of
Funds (CD-435))

4. Recipient — Accept Award (Accept/Decline task is sent to the recipient: Not Shown)
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Amendments (Funded)

Once the Grants Management Division has completed its work on the Procurement Request
and Commitment of Funds (CD-435) and the Grants Officer signs the award, a task is sent to
CAMS to conduct the CAMS First Approval on the Amendment. A task is sent to the CAMS
for approval, if additional funds are requested. This section reviews the Conduct CAMS First
Approval task for amendments received in CAMS.

1. Select the Inbox tab.
2. Select the Tasks link.

3. Select the View link for the Conduct CAMS First Approval task.
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4. The task launch page is displayed. From the action dropdown menu, the CAMS official can
select from the following options:

e CAMS First Approval Complete
e View Amendment Details

CAMS officials may also view comments from the Program Officer by selecting the View
Previous Workflow History and Comments. This section will review each of the options
beginning with View Amendment Details.

e Ao s L ey
Account

(e l ; | System Manage
Bl P | Application | Award | yunapament | Administration | Certifications | RoPO't® m

Log off

WWelvema o Grants Onbise Hajs Bab
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Bratuig: Amandment 1 Conduct CAMS First hppm\ual Mot Startad Statuis Date: 06,/02/2006
F Send Message Last Edited Usar: Systam sccount
* Manage Workflow
Tash: . ; "
S Action:  please select an action v

Comment: |=AMS First Approval Complete
[[¥iew Amendment Detais ] |

Spall Check

Save Comment

View Amendment Details

1. Select View Amendment Details from the action dropdown menu followed by the Submit
button. This option allows you to view the Amendment details, which include the CD-451. To
view the previous workflow history and comments, select the link entitled View previous
workflow history and comments. If you would like to enter comments, enter and save the

e m
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Cog O
Award File In Progress - NADGNMF4330006
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Creator: System Account Croate Date: 05/01/2006
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2.

Upon selecting the option to View Amendment Details, the Amendment to Financial
Assistance Award page is displayed and includes the following:

CFDA NUMBER
GRANT TYPE

AWARD NUMBER
AMENDMENT NUMBER
RECIPIENT NAME
STREET ADDRESS

AMENDMENT START AND END DATES Please note The Amendment Start
and End Dates are not part of the official CD-451. They are for internal reporting
purposes only and cannot be used to extend the Award. A no-cost extension must
be created to actually extend the Award period.

PROJECT TITLE and PROJECT DESCRIPTION

In the Costs section, the system has calculated values for the Federal and Recipient shares
of funding based on negotiated funding amounts. Grants Online users may optionally override
these calculations via the override checkbox. Once checked, the values that are entered will
be saved and available on the CD-451 report. Please note that when the Grants Officer signs,
the system will automatically override and store the currently populated funding fields.
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CD-451 Report

1 Upon selecting the CD-451 button at the bottom of the Amendment to Financial Assistance
Award page, an Adobe Acrobat file opens in a separate window, displaying the CD-451. You
may save and/or print the report using the save or printicons. The CD-451 is the Department
of Commerce amendment to an existing Award. In this context, it is used for continuations.
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This amendrent approved by the HOAA Grants Officer constitutes an obligation of Federal
fuxding. By electzonically sigming, the Fecipient agress to conply with the Amsrdment
provigions checkel an this coanent, & well as povieiae incaparated into the RBerd. If ot
electrmically sigred withott modification by the Pecipiat within 30 daye of receipr, the Games
Officer mey wuiilaterslly terminate this Smeciment .

SAC Report

1 Upon selecting the SAC Report button at the bottom of the Amendment to Financial
Assistance Award page, an Adobe Acrobat file opens in a separate window, displaying the
Special Award Condition Report. You may save and/or print the report using the save or print
icons.
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Special Award Condition Report

Eward Number: HAOENMF43130031
Amendment Number: 2
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